DEPARTMENT OF DEFENSE
PUBLICATION SYSTEM

CHANGE TRANSMITTAL

OFFICE OF THE SECRETARY OF DEFENSE CHANGE NO.g
Assistant Secretary of Defense DoD 1401. [|-MI
(Force Managenent and Personnel ) January 20, 1987

JOB- GRADI NG svsTEM MANUAL FOR NONAPPROPRI ATED
FUND | NSTRUMENTALI TI ES

The Deputy Assist ant Secretary of Defense (Gvilian Personnel Policy),
Off ice of the Assistant Secretary of Defense (Force Managenent and
Personnel ), has authorized the follow ng changes to DoD 1401. [-MI,

“Job Gading System Manual for Nonappropriated Fund Instrumentalities, ”
Cct ober 1981

PAGE CHANCES

Renove: Pages 4-50 and 4-51

Insert: Attached replacement pages 4-50and 4-51 and new pages 4-103a,
4-103b, and 4-103c.

Changes appear on page 4-50 and are indicated by nmarginal asterisks. The
new pages bear the date of this Change Transmttal.

Previous changes: Change 1 was issued Cctober 29, 1982; Change 2 on January
11, 1984; Change 3 on May 23, 1984; Change 4 on May 31, 1984; and Change 5
on March 22, 1985.

EFFECTI VE DATE AND IMPLEMENTATION

The above changes are effective immediatel y. Forward two copies of revised
| npl ementing docunents to the Deputy Assistant Secretary of Defense (Cvilian

Personnel Policy, Of ice of the Assistant Secretary of Defense (Force Manage-
ment and Personne. ) Within 120 days.

L. ELMER, Dlrector
respondence and Direct ives

Attachnments: 5 pages

WHENPRESCR113EDACTIONHAS BEEN TAKEN, THIS TRANSMITTAL SHOULD BE FILED WITH THE BASIC DOCUMENT

SD FORM 106-2
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c. ADM NI STRATI VE SUPPORT JOB- GRADI NG STANDARDS

TITLE

Accounting Cerk/ Technician
Audit derk

Bookkeepi ng Machi ne Qperat or
Cal cul ati ng Machi ne Qperat or
Cashi er

C er k- St enogr apher

C erk-Typi st

Codi ng O erk !

Conput er Clerk

Conput er Qper at or

Couri er
Editing Oerk

Engi neering Drafter

Equi pmrent and Facilities Cerk
File Cerk _
Frei ght Rate Assi stant

Ceneral Clerical Series

| nsurance and Clains Cerk
Keypunch q)erat or

Li bra

Mai | CYe

I\/hnagerrent Assi st ant

O fice Machine Qperator
Payroll Cerk

Personnel Cerk

Photo Lab Techni ci an
Procurenent Cerk

Pur chasi ng Agent
Recepti oni st

Safety and Security Technician
Secretary

Shi pment derk
Statistical Cerk

Supply derk

Supply Cerk (Inspection)
Tape Librarian

Tel ephone QOper at or

Tel et ypi st

Travel derk

lgrade | evel
j ob-gradi ng standard.

4-50

#Amendnent 2 (Ch 6, 1/20/87)

SERI ES

AS- 0525
AS- 0503
AS- 0354
AS- 0355
AS- 0530
AS- 0312
AS- 0322
AS- 0357
AS- 0335
AS- 0332
AS- 0302
AS- 1087
AS- 0818
AS- 2005
AS- 0305
AS- 2131
AS- 0303
AS- 0998
AS- 0356
AS- 1411
AS- 0305
AS- 0344
AS- 0350
AS- 0544
AS- 0203
AS- 1060
AS- 1106
AS- 1105
AS- 0304
AS- 0085
AS- 0318
AS-2134
AS-1531
AS- 2005
AS- 2005
AS- 0335
AS- 0382
AS- 0385
AS-2132

eval uation by reference to separate

GRADE LEVEL
PAGE DESCRI PTI ON

4-51 4-5-6-7
- 65
- 66
- 70
- 73
-7
- 83
- 87
-91
- 93
-102
103A
-104
- 107
- 108
-112
-113
-119
-125
-128
-129
- 133
-136
- 144
- 150
- 155
- 156
- 160
- 167
-171
-174
-176
- 180
- 184
- 188
-190
-192
-195
-197
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DoD 1401.1-M1
at 81

DoD NAF ADM NI STRATI VE SUPPCORT
JOB- GRADI NG STANDARD
ACCOUNTI NG CLERK/ TECHNI CI AN AS- 0525- O

EXCLUSI ONS:

-Positions requiring professional know edge and application of accounting
principles and theory in the design, developnent, installation, operation,
or inspection of accounting systens; the audit or simlar exam nation of
accounts and records of transactions; or the exam nation, analysis, and

interpretation of accounting reports. (See OPMPCS for Accounting and
Budgeting G oup GS-500 and 510 in OPM “PCS’, reference (h).)

-Positions involving the performance of clerical work in the receipt, dis-
bursenent, exam nation, deposit, safekeeping, or other clerical processing
of cash items. (See Cashier Series AS-530.)

-Positions involving primarily the exam nation. for accuracy, legality, com
pliance wth regulations and justification of vouchers, invoices, clains, and

ot her requests for paynent. (See OPM PCS for Voucher Exam ning Series GS-540,
reference (h).)

-Positions involving the naintenance and adjustnent of inventory accounts, the
records of property and SUpply transactions, the record control of the esta-
bli shment of stock levels, and the issuance of supplies and equi pnent, when
such positions primarily require application of a know edge of supply proce-
dures. (See Supply Cerk Series AS-2005.)

-Positions involving technical support work in limted phases of conputer spe-
cialist functions or simlar tasks in installing or operating data processing
systens. (See OPMPCS, reference (h), for Conputer-Related Series GS-330-335
or Conputer QOperator Series AS-332.)

-Positions involving primarily the operation of a bookkeepi ng machi ne on ot her
than an incidental basis. (See Bookkeepi ng Machi ne Operator Series AS-354.)

-Positions involving primarily the conputation and verification of pay, nmain-
tenance of records, and preparation of related reports as well as maintenance,
review, and disposition of time and | eave records. (See Payroll Cerk Series
AS- 544.)

TI TLES :

The title for nonsupervisory positions at the AS-4 |evel is ACCOUNTI NG CLERK
For positions at AS-5 and above, the title is ACCOUNTI NG TECHN CI AN.

The DoD Accounting Clerical standards are presented in a nodified factor format,
utilizing five pertinent factors. | f existing position descriptions provide the
necessary information, there shall be no need to rewite the description in a
factor format. When accounting clerical positions need rewiting for classifi-
cation purposes, the new description shall be prepared in the format of the

DoD St andard.
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DOD NAF ADM NI STRATI VE SUPPORT
JOB GRADI NG STANDARD

EDI TI NG CLERK AS- 1087 - (|

GENERAL STATEMENT :

This standard includes positions which provide clerical
assistance of an editing nature such as proofreading,
verification of information and/or factual data, and the

preparation of witten nmatter.

Positions of this nature review and correct witten dictated
or draft material for grammar, punctuation, or spelling.

The work does not require a know edge of the subject matter
involved in the reports, articles, or admnistrative

| ssuances bei ng publ i shed.

Editing clerks correct obvious errors of fact. They observe
internal factual inconsistencies in the material, such as
spelling of proper nanes, references, and citations. They
verify the accuracy of statenents, figures, i I lustrations.
and subject-matter terns by referring to standard reference
wor ks, ot her published material, their supervisor, and the

author.  They conpare illustrations, photographs, tables and
charts with the text to ensure that they are pertinent and
consistent. They nmake use of standard source and reference

wor ks, such as dictionaries, thesauri, style manuals,
witers’ guides, etc., and their own know edge and
observati on.

EDI TI NG CLERK AS-1087-0O-5

Nat ure and variety of work. positions at this level involve
performance of clerical tasks which require the application
of a know edge of general editing procedures, basic

regul ations and pertinent office practices. The tasks are
day-to-day recurring in nature and are executed in accordance
wth well established procedures and nethods from which

devi ations are made only upon instructions from supervisory
or higher-level technical personnel.

4103a
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Nature of supervisory control exercised over the work. The
Editing Clerk AS-5 Is under the supervision of a supervisor
who determ nes the work assignnments and typically gives
detailed initial instruction and specific explanation of the
sequence and application of the work procedures and nethods.
Then i ncunbent refers to the supervisor questions which

| nvol ve devi ations from established procedures or situations
where the guides and reference material cannot be applied to
the standard nethod or require explanation or interpretation.

Nat ure of avail abl e guideli nes. Qui delines available to

| ncunbents of positions at this |level consist of oral or
witten instructions presenting detailed, specific operating
procedures, and the sequence of steps to be followed. O her
guide material consists of sanples of standard cl auses,

Il lustrative form materials, requlations, and directives
applicable to the work assigned.

Pur pose and nature of person-to-person work rel ationships.
Personal work contacts are mainly wth co-workers and
supervisors. Such contacts are prinmarily to secure clear
and specific information required, or to obtain clarification
of various discrepancies or omissions,or to verify factual
information and data fromoffice records. Accordingly, there
are contacts wth personnel of other units or with witers
and authors for clarification of data or om ssions.

Nat ure and scope of reconnendations, decisions, conmmtnents,
and concl usi ons. Positions at this |level do not include the
maki ng of commtnents. A degree of judgnent, however, IS
required in the performance of duties.

EDI TING CLERK AS-1087-6

Nature and variety work. The nature of the tasks perforned
by the Editing Cerk as-6 is predomnantly clerical, based
upon a thorough know edge of the rules, regulations and
practices relating to editing activities. Positions at this
| evel differ fromthose at the AS-5 |evel in the degree of
initial responsibility assunmed, the de?ree of experienced
judgnment required, and the execution of assignments
complicated by factors which are not conpletely resolved by
direct application of guide and reference source materials.

4-103b
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Nat ure of supervisory control exercised over the work.

Editing GOerks AS-6 are under the general supervision of
personnel of higher |evels who nake assignnents and determ ne
the urgency and priority of particular tasks. They are
conparatively free fromcl ose supervision, direction or aid
In the technical and procedural aspects of the daily work and
are held responsible for the accuracy and tinely
acconpl i shnent of their work. The work is reviewed generally
upon conpl etion, except when earlier reviewis speci?ically
requested by incunbents to obtain the advice and opinion o
supervisors on matters of policy, or where situations occur
whi ch represent major deviations from established rules,
regul ations, or precedents requiring authoritative deci sions
from hi gher-1|evel enployees.

Nature of available guidelines. Enployees at this level are
expected to possess a nore Intensive know edge of the
contents of avail able guide and source materials so as to
execute their assignments with a mninmum of reference to the
guides. The i ncunbent makes extensive searches of the guide
and source materials Iin determ ning whether or not a speci al
or unusual situation is covered by established rules,

regul ations, or precedents or whether the problem should be
referred to supervisory or technical personnel for decision.

Purpose and nature of person-to-person work relationships.
The nature and purpose of personal work relationships are
simlar at this level to those of Editing Cerk AS-5 although
the area of contact wth personnel of higher levels and
authors iIs broader as a result of the greater

responsibilities in these positions.

Nat ure and scope of recommendati ons, decisions, conmtnents,
and concl usi ons. | ncunbents at this |evel nake
recommendat i ons concerning the inprovenent upon editing

met hods and rearrangenent of format, and |ayout details.
Judgnent, based upon the incunbent’s experience and an

| nt ensi ve know edge of the guide and source materials,

IS required in recognizing situations that Fresent maj or
deviations fromestablished policies and rules and therefore
require reference to technical personnel in higher grades.
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